
Recording a Resource Home 

Inquiry and Home Study 
Approval



Recording  a Resource Home in TFACTS all begins with an inquiry.  Once 

the inquiry is complete, it is linked to a resource home record. Resource 

Homes must have a home study completed and approved in TFACTS 

before a placement can be made. 



This is the screen you will see when first accessing TFACTS. Enter your 

username and password to log in.



After you log in, the Switch Organization Profile screen appears, if you are 

assigned to multiple organizations. If you are not, you will be taken directly to 

your home screen.

On this screen you select the organization for which you want to do work. 

After you select the organization and click Select, the Home Screen Desktop 

tab appears. 



• From the Resource
screen, click on the 
Inquiry tab.  

• Before entering an 
Inquiry, user should first 
perform a filter to see if 
the inquiry person already 
has an active inquiry.  Do 
this by entering a Last 
Name, First Name , and 
then click Filter . 

• Chose an active inquiry 
returned from the search 
or if no results are found 
click Add Inquiry .



• After clicking Add 
Inquiry , user is 
taken to Resource 
Home Inquiry
screen to enter 
Organization , 
Inquiry Type , 
Inquiry Date , 
Inquiry Sub-Type .  
Status will default 
to and should 
remain as “Pending 
Inquiry.”  

• Click Add Member
*See Helpful Hints for a 
description of the Inquiry 
types.



• After clicking Add Member , 
user is taken to the Person 
Search. User must search for 
the inquiry person before 
adding them as a person in 
TFACTS.  If available, 
searching by SSN is still the 
main way to search for a 
person.  You can also search 
by the last 4 digits of the SSN 
as well.  Enter all available 
search criteria then click 
Search .

• If person is returned from the 
search, click the box next to 
the correct result, then click the 
Select button.  

• If no desired results are 
returned, click the Add Person
button.  

* Note, if you click on the checkbox for a returned result and then click Add 
Person , it will take you to the screen where you add a new person, which, if 
completed, will result in a duplication of that person; so, if you click the checkbox 
for a returned result, always make sure to click the Select button. 



• User will be taken 
to the Basic
screen to add the 
inquiry person’s 
information. 

• Name Type, First
Name, and Last 
Name, DOB and 
Gender are 
required fields.  
Any additional 
information about 
the person if 
available may be 
entered also at 
this time.

• Click Apply.
*Note, if user does not click Apply after entering the Basic information for the 
person, the system will not allow you to enter information on all upcoming 
screens.



• Continue with the 
Inquiry by clicking 
on the 
Demographics
Tab. 

• Enter the inquiry’s 
Race and 
Hispanic origin .  If 
user has been 
provided any other 
information related 
to this screen, they 
can enter that as 
well. 

• Click Apply .



• Click on the 
Address tab to enter 
the inquiry’s address 
and contact  
information.  

• Click Add Address.

• User is taken to the 
Address Search 
Screen.



• Before  adding an 
address you must 
first Search to see if 
the address is 
already in TFACTS.

• Street Number , 
Street Name , City , 
State , and Zip Code
must be entered in 
the search criteria.

• Click Search .

*  Note, if an address the user is searching for is already in the system but all of these specific search 
criteria details haven’t been used in the search, the address will not be found, nor will the system allow 
user to save the address. 



• If address search 
produces no 
correct results, 
click the Save 
New Address
button to record 
the Inquiry’s 
address.



• Address information 
from the previous 
address search will 
automatically 
populate.

• Enter any other 
information available, 
then click Save.



• If search produced a 
correct result, user 
clicks select next to 
the address and 
clicks Save.



• After creating a new 
address or choosing 
an existing one the 
next screen is the 
Address Details 
screen.

• Enter the Address 
Type (always 
choose Residence 
for the primary 
address of the 
inquiry home) and 
the Effective Date ; 
these two fields are 
required.

• Include any 
additional 
information, then 
click Save.



• Click Apply button 
to save address 
information.

• User is returned to 
the main address 
screen. The 
inquiry’s address 
should now be in 
view.

• Next click the Add
Phone/Email
button. 

• User will be taken 
to the Contact 
Information
screen.



• Enter the Type from the 
dropdown menu.

• Under the Contact field, 
enter the phone number 
or email address, 
depending on what 
contact Type was 
selected.

• If this contact 
information is being 
entered for the primary 
person in the record 
(person with role of 
Resource Parent as 
opposed to Co-Parent), 
click the box marked 
Primary . 

• Click the Save box

• User is returned to the 
main Resource Home 
Inquiry Screen.

*  Note, the Description field is optional.



• Once inquiry 
person is added to 
the inquiry enter 
their Role of 
“Resource Parent”.

• Hit Apply on this 
screen to save the 
inquiry and stay in 
the record.

• Once this is done, 
the rest of the 
inquiry-related tabs 
will appear:  
Address/Contact; 
Referral Sources; 
Preferences; 
Activity Log .

*If user leaves a new inquiry (i.e., clicking Home or Search from the main 
menu) without first clicking Apply or Save, the inquiry will not be saved and 
user will have to start again.  



• To add a co-
parent or other 
person to the 
home, click on 
the Add 
Member button 
and repeat the 
steps described 
earlier for adding 
a person.



• Once the co-parent 
or other person has 
been added, user 
will select the 
member’s Role from 
dropdown for this 
additional person. 

• If the inquiry person 
expresses interest in 
a specific child for 
whom they wish to 
provide foster care 
or adopt, user can 
link that child to the 
inquiry by clicking 
the Link Child
button.



• Search for child’s 
TFACTS record, click 
the checkbox to select it 
in search results, and 
click the Select button.  
User will be returned to 
Inquiry List screen.  



• This screen is 
optional for 
providers.

• On the Referral 
Sources screen, 
user can enter 
how inquiry 
person heard 
about becoming a 
resource parent.

• Select one or 
more referral 
source choices on 
the left and 
clicking Add . 

• Click Apply .

*  Recruitment Events can be recorded in TFACTS and linked to inquiries. 
The applicable recruiting event will only be available for selection if the person 
designated to document recruitment events in TFACTS has entered it. This 
option is not required for providers but available if they so choose. 



• On the Preferences
screen, user will enter 
all preferred 
Characteristics, Race
(more than one can be 
selected), and 
Ethnicity/Ancestry
(more than one can be 
selected) of the children 
they wish to provide 
care for, if this 
information has been 
provided by the inquiry 
person.

• Preference information 
is not required for 
linking inquiry to a 
resource home.  If 
preferences are entered 
at this time click APPLY
for entry.

Activity Log information is 
optional for providers when 
linking an inquiry to a resource 
home.



• Once all information is 
entered, click Apply 
and return to the 
Resource Home 
Inquiry tab.

• If inquiry is complete, 
user can now put the 
inquiry in “Pending 
Approval” status or 
simply click Save to 
return to this Inquiry 
later.

*  At any time after the required information has been documented in the inquiry, the user can go 
to the Resource Home Inquiry screen in the inquiry and change the Status to “Pending 
Approval” in the dropdown box.  After the inquiry has been updated to “Pending Approval” 
status, select Save, then the inquiry can be linked to a Resource Home record.



• After saving the Inquiry 
Record, user will be 
returned to the Inquiry 
List screen.

• Now user can begin to 
create a Resource Home 
record for approval.

• To begin, simply locate the 
desired inquiry record and 
click on the link hyperlink 
associated with the record 
(the link hyperlink is only 
available once the inquiry 
record has been placed in 
“Pending Approval” 
status).  

Note: This screen could have many more inquiry records listed, depending on the amount 
that the selected Organization has assigned to it; user can better define the list by 
filtering on any of the options in the dropdowns or user can filter by name.



• Once user has clicked 
link , user is taken to the 
Potential Resource 
Home Matches screen.  

• On this screen, TFACTS 
displays any potential 
matches for the inquiry 
from existing resource 
home records.  If the 
system returns a correct 
match, it will be listed on 
this screen and the user 
will click “link” to re-open 
the resource home.  If no 
matches are returned, 
user will click Add New 
Resource Home.

* Note, if user tries to link an inquiry to a home that is in current 
Active status, and it is definitely a correct match, the home will 
have to be closed by the owning organization before an inquiry 
can be linked to it.  This could happen in situations where an 
existing resource home is seeking to become a resource home 
for another organization while still in active status in their existing 
organization.



If you know the Resource Parent has a prior 
history of fostering yet they are not returned 
as a potential match, you should contact 
your regional FCCR for assistance with 
finding the resource record.”



• After selecting the Add New Resource Home button, a pop-up box will ask 
user if they wish to continue. Select “OK”. User will be taken to the Resource 
Summary screen for that resource home record.  



Here information from the inquiry has been pulled over. ( If this is a previous home 
you can view the home’s past history.)



• If user clicks on the Address/Contact screen, they can select on the address to 
change the Address Type (however a resource home has to have a “Residence” 
type address).

• User can select the contact to change the Contact Type and the Phone Number . 
• If a new address needs to be added for the Resource, it will need to be done 

through the home study.



• Click on the Members tab to view the members already listed for the 
home. 

*  Note: New members are entered through the home study, and not from this 
screen.



• Click on the Relationships tab to view and/or enter any unspecified 
relationships.  If any household members have unspecified relationships 
they must be specified.  

• Click the Select hyperlink next to the member’s name that has an 
unspecified relationship for each. 



• Choose from the dropdown box the 
corresponding relationship that the 
person has to the individual you 
selected.  

• Click Save.



• After clicking “Save,” you are returned to the Relationship Tab area.  
The unspecified relationships now reflect a zero.  Select “Apply ” to 
save information and move to the next tab.  



• The Preferences tab contains two items of information 
that must be completed at this point, if it’s not already 
been entered, before user can click Save and leave the 
Resource Summary .  The fields required under 
Preferences are marked with a *red asterisk, Gender
and Willing to Accept Sibling Group?

• Click Save, which will return the user to the Resource 
Overview screen for the resource home record.  



• The Assignment Information area on this screen 
identifies the workers assigned to the resource and their 
role(s).  Case assignment is critical in order for the proper 
user to enter data and receive alerts and notifications.  
Case assignment will also trigger alerts regarding cases 
awaiting approval.

• Select “Create Assignment ” if you are no longer working 
on this case and wish to assign it to another user. 

• Otherwise continue to the next screen to begin working on 
your Home Study.

• An assignment can only be made to another supervisor 
through this screen. To assign the resource home to an 
employee you supervise, you must do that on the 
“Assignments” tab.

This is the Resource Overview screen which is your main page for the Resource. Use your left hand 
navigation box to the left of this screen to navigate through different functions of this area.



• Go to the 
“Assignments ” 
tab.  Select the 
individual to 
which the 
assignments will 
be given.       



• Select the Resource 
Home in which 
assignments will be given.



• The begin date will default to the 
current date on the top of the 
screen. 

• Select the “Primary Case 
Worker ” box and the “Resource 
Home and Assessment Worker ” 
box

• Select “Save” at the bottom of the 
screen.



Roles are reflected in the Assignment Information Box.  The effective date is the 
date the assignments were made.



Click on the Home Study link to your left. This will 
take you to the Maintain Home Study screen. This 
is where the Resource Home Study is entered and 
becomes an approved resource home in TFACTS.  It 
is also where a user will go to add home study re-
approvals/addendums.  Click Add Home Study 
button to continue to the Home Study Details 
Screen .
If you are trying to reactivate a resource home and 
you don’t see a home study here, that may signal a 
problem. Stop and double-check this before 
proceeding.

*Note: this screen could have several home studies listed, depending on how many times 
the home has went through the home study or addendum process. 



• In the Home Study Details screen, enter the appropriate 
Begin Date (the date the home study process began) and 
Approval Types (more than one approval type can be 
selected).  User can also link a specific child of interest to the 
home.

• Click Save

• The Internet Links and Home Study Topics screen appears.



• In the Internet Links section, 
use the links to perform the 
required internet checks for 
your applicants.  

• In the Home Study Topics
section, click on each link to 
access a topic and complete 
the required information per 
home study process.  

*Note, the Training 
Completed topic does not 
have to be completed for the 
Home Study to be approved.  
The RHET Checklist topic is 
completed by the RHET 
team, and does not have to 
be completed for the home 
study to be approved.  The 
Child Specific topic is only 
required for Expedited 
Homes.  



• Under the Basic Resource Home Information topic, enter the Resource 
Summary information that was not previously entered, such as additional 
Members of the home if applicable, Relationships , and the Preferences .



• Under this Preferences Tab , user already entered 
Gender and Willing to Accept Sibling Group at the 
point the inquiry was linked to resource home record.  
The Characteristics section information more than 
likely has not been entered yet.  

• Click on the + sign to expand each characteristic 
topic and rate each associated Description 0 
through 3 per the Characteristics scale provided on 
the screen; the 4 rating is the default at “Not 
selected,” and one of the other ratings must be 
selected before it’s considered completed.

*Note, this is the strengths and needs checklist typically 
completed in PATH. This area will eventually tie in to a 
matching function available in TFACTS that matches child 
characteristics to resource preferences.



• Mark each Description individually, or if the 
same rating applies to all Descriptions under 
the topic, user can choose that rating from the 
dropdown and it will apply it to all.  Once all 
topics have been done, user will click Save 
and be returned to Home Study Topics
screen. 



Under the Verifications link, the user is taken to 
the Verification Task List screen.  

• In the Maintain Verification Tasks section, 
click Select next to the name to reach the 
Verifications Detail page.



• In the Verification Details , enter the appropriate Status and Date, 
and narrative if desired.  

• Click Save and to go back to the Verification Task List .  



• On the Verification Task List , the recorded status is now displayed.

• Continue to verify each task on this list for the corresponding members of 
the home.



• Once Topics have 
been entered, they will 
automatically become 
marked as 
Completed.

• Under the Safety 
Audit link, enter 
information gathered 
for the Home Safety 
Checklist . 

• Clicking on this link 
will take you to the 
Home Safety 
Checklist main page.



• Click the + (plus) sign in front 
of each checklist topic to enter 
appropriate responses.  Once 
done, user clicks Save to return 
to Home Study Topics screen.



• Under the References topic link, user will enter references for 
each resource parent by clicking Add Reference . User is taken 
to the Reference Details Screen.

• At the Home Study 
Screen click 
References link.



• Click the Link Person button to go to a 
person search; if person is not found in 
the system, user proceeds to Add 
Person .  Once added, user will be taken 
to search screen once again, searches, 
and selects person from results.  

• Enter the rest of the reference information 
and click Save. You are returned again to 
the Home Study Details Screen.



• Once at the Home Study Detail Screen click the link 
Home Environment and at this screen (shown) 
continue to enter the appropriate home environment 
information into the following four tabs:  

• Home Info, Living Conditions, 
Outdoor/Neighborhood, and Transportation . 

• Click Apply after entering information on each tab.
• Then select Save to return to the Home Study Topics 

links.



Click on 
Disposition .



• Under the Disposition 
topic, the worker will answer 
questions in the first section. 

• Worker will change the 
disposition status to 
pending approval .   At that 
point, the supervisor will 
receive an alert to go in and 
approve the home.

**Dispositions can only be 
approved by a supervisor .  

• Supervisor enters 
appropriate disposition of 
home study, Approved 
Capacity, and Gender 
Approved For , and clicks 
Save. 

• On Home Study Topics
screen, user clicks Close .  



**  Once a home study is approved, it is locked and can not be edited.  Any corrections 
will have to be entered through a new home study re assessment  **  

On the Resource Overview screen, the home is now sh owing a Status of “Pending 
Approval”.



When the home study disposition is ‘Approved’ the Status field located on the Resource 
Overview screen ALSO displays as ‘Approved’ and the approval period information is 
populated.



The Home Study screen also shows a Disposition of Approved.



Resource Home – Reassessment

These instructions will detail how to enter a 

re-assessment on a Resource Home.  



• Providers will be 
able to access their 
resource homes 
from the Directory or 
from their assigned 
cases. For training 
purposes, we will 
access the Home 
through the 
Directory.

• First, select the 
appropriate 
resource home from 
your search results.



• Click the Add Home Study button.



• Select the correct Begin Date (begin date is 
the date the reassessment process begins).  

• Under Approval Types , check the 
appropriate boxes that relate to the Resource 
Home.  

• Click Save.



• Continue to the Internet Links and Home 
Study Topics areas.

• In the Internet Links section, user can 
use the links to perform the required 
checks.  



• In the Home 
Study Topics
section, user 
clicks on each 
link to access a 
topic and 
completes the 
required 
information per 
home study 
process.

• Continue to 
next screen for 
more 
instructions.  



• You will need to make sure the Basic Resource Home Information is 
complete.  

• Under the Verifications tab you only need to complete the information that is 
necessary for a re-assessment as per policy 16.8 (along with any updates).  
However, you will need to check N/A on the items that are not required as part 
of the re-assessment process/paperwork.  (ex. Application date; eco map; in-
review forms, etc. these are due at the initial approval not the re-assessment 
therefore they are N/A for purposes of the re-assessment.)

• Safety Audit should be completed in accordance with the Home Safety 
Checklist (CS-0676)

• Select Disposition (See next slide).



• Under the Disposition Information tab,  
select Approved from the Disposition drop down menu.

• Complete Approved Capacity and Gender Approved For .



• Back under the Home Study 
Topic History, the disposition 
will now show as Approved.



• Through the Home Study Link , Addendums are added by 
selecting the “Add Addendum” button under the Maintain 
Home Study History box.  The only topics that can be used for 
an addendum are: Name Change, change Approval Capacity, 
Contact Change, Change Approved Gender, Inactivate 
Household Member, and Marriage. A Home Study 
Reassessment must be recorded to ‘Activate Household 
Member(s) and Change Resource Home Address’. Complete 
steps for resource home reassessment.



• Enter information in required fields noted by red asterisks.  Select all 
addendum topics that apply.

• Enter any comments in the narrative box. 

• Click “Save” at the bottom of your screen.



Resource Home – Entering a 

Closed/On-Hold/Suspended 

Status



• User selects Home through Resource Directory or their  
Workload.

• Once on the Resource Overview screen, click on 
Maintain Resource Information under the Resource 
Actions section (middle of the screen).



• Click on Add C/OH/SA



• Complete the Resource Status, Suspended 
Admissions/On hold Reason , and Begin 
Date fields; a future date cannot be entered.  
Here, On-Hold has been selected.  

• Click OK.



• The On-hold
status is 
displayed on 
the 
Resource 
Home 
Summary
screen.



• To end an On-hold or Suspended 
Admissions status, click on the 
Maintain Resource Information link in 
the Resource Overview screen in the 
resource home record.

• You cannot suspend and un-suspend a 
resource home on the same day.



• Click Select next to the current status line.



• Enter the end date of the status in the Begin 
Date field.  

• Click OK.



• The On-hold status is no longer displayed.  To view the C/OH/SA
history, click the View C/OH/SA History link.



• Select Close to return to the Overview Summary Page.



• When closing a Resource Home (refer to slides 67-69 to see how to 
get to this screen), user will need to select a Closure Reason . 
Based on the reason selected, the Standing will auto-populate to 
Good, Bad , or Not Applicable .  

• User will enter a Begin Date (note, this means “begin date” of the 
closed status; user will not enter an “end date,” it will be left blank). 

• Click OK.



Resource Home – Resource 

Recordings 

Providers are not required to complete any Resource 
Recordings for Resources. However, it is an available 

feature for their use.



The Resource Home ‘Activity Log’ has being replaced 

with the ‘Resource Recording’ module.  This module 

will function much like the TFACTS Case Recordings 

module…you will have the ‘Expand’ feature on the 

narrative, you can add an addendum to a recording 

that is in ‘Completed’ status, and you can mark a 

completed recording ‘In Error’.  

Best of all, you will be able to generate and print a 

summary report of the resource recordings.



Once you have a resource 
home record in focus, click 
on the RESOURCE 
RECORDING link in the 
left side (blue) navigation 
menu.



Resource Recording list page
One difference between this page and the 
regular case recording list page is that you 
don’t have to enter any search criteria or click 
the search button to have recordings display 
upon first entering the module.  Resource 
Recordings has default search/sort criteria of 
‘Draft, Completed, & System Completed’ so that 
when you enter this module, TFACTS will 
automatically display any recordings for the 
resource that have one of those statuses.

You can always change the criteria, or clear it 
out altogether and click search to modify the 
result set.

Notice that you have an ‘Add Recording’ button 
and a ‘Print’ button on the list page.  These 
buttons appear both at the top and the bottom 
of the listing of recordings.

Let’s address the ‘Add 
Recording’ button first.
To add a Resource 
Recording, click the ‘Add 
Recording’ button.



This is the Resource Recording detail 
page.

Activity Date is a REQUIRED field.  This 
date represents the data that the activity 
you are documenting actually occurred.

Activity Type is also a REQUIRED field.  
Only one activity type can be selected for 
each resource recording.  Values are:  
Announced Visit, CAP Review, DCS Office, 
Email/Text/Correspondence, Exit Interview, 
Other Contact, PAR/Licensing, Phone, 
Resource Home Concerns, Supervisory 
Conference, Unannounced Visit.

To add participants to 
your Resource 
Recording, click the 
‘Add Participant’ 
button.



This is the ‘Add Participants’ 
window.  It looks and functions 
basically the same as the 
participants’ window in case 
recordings.  
Child Present participant 
category is populated with the 
names of any children/youth who 
were placed with the Resource 
on the Activity Date. This 
means that if the child has 
already been removed from the 
resource by the time you create 
your recording, as long as you 
enter an activity date that falls 
within the timeframe that the 
child was placed with this 
resource, the child’s name will 
be available here for selection.



Resource Member will list the names of the 
members of the Resource home.  Assigned 
worker will populate with the name(s) of 
worker assigned to the Resource home.  
Person and Other Worker will allow you to 
search the TFACTS database for other 
persons or employees who may have 
participated in the activity in some way but 
do not have an active assignment or other 
affiliation with the Resource Home.

You always have the ability to ‘delete’ a 
participant or add additional participants as 
long as the recording is in ‘Draft’ status.

Choose your participants 
and click ‘Save’.



The Resource Recording 
narrative will accommodate 
32,000 characters. If you want to 
view the entire narrative, even 
while you are recording it, click 
the ‘Expand’ button.



This is the Expand window in ‘edit’ 
mode…in other words, the recording is still 
in ‘Draft’ status.  Once the recording is 
completed, the ‘Save’ and ‘Cancel’ button 
will be replaced with a ‘Close’ button.



Once you are finished with the recording, 
make sure to change the Status to 
‘Completed’. Once a resource recording 
reaches this status, it is locked down from 
further edit.



If you need to add additional information to 
the Resource Recording once it has 
reached a status of ‘Completed’, you must 
‘Add an Addendum’.
Once the recording is in ‘Completed’ 
status, the ‘Add Addendum’ button is 
enabled.  



The ‘Add Addendum’ window in Resource 
Recordings looks and acts exactly the 
same as the one in Case Recordings.
You can add multiple addendums to each 
recording.

Each addendum hold up to 10,000 
characters.

Addendums also have the ‘Expand’ 
feature.



Once you have added an addendum and 
saved it, you can expand your narrative on 
the detail page to view it:



If you need to mark a ‘Completed’ resource 
recording ‘In Error’, then just click the 
‘Mark In Error’ button. Marking a recording 
in error will NOT delete it or remove it from 
the record.  Instead, it gives it an ‘In error’ 
status so that the system knows to exclude 
it from reporting.



This is the ‘Mark In Error’ window.  It looks and functions 
the same as Case Recordings.  When marking a 
resource recording ‘in error’, you are required to enter a 
justification narrative to describe why this recording is 
errant.

Once you have entered your justification narrative, click 
‘Save’.

If you are sure….then click ‘OK’.



Now the recording is in ‘Created in Error’ 
status and is locked from further edit.  You 
cannot add an addendum to a ‘Created in 
Error’ recording.



So back to the list page…to view the 
recording you just marked in error, change 
your search criteria to ‘Created In Error’ 
status:

You can still view the recording…click the ‘select’ link.

Notice the red [A] ….this is a visual indicator to you on 
the list page that a recording has an addendum 
attached to it.  (works for all recordings with 
addendums, not just ones you marked in error.)

Now for the moment you’ve all been waiting for…let’s try out the new ‘Print’ button!



First, you need to find the 
recordings you wish to print.  
Enter the search criteria that will 
bring back the results you want 
and click the search button.  

For purposes of this exercise, all 
recordings in Draft, Completed, 
& System Completed status 
recordings was chosen.

Then click the ‘Print’ button.



The ‘Print Recordings’ window will display 
a list of the recordings you just brought 
back in your search.  

You can choose to print all of the 
recordings from the search results by 
clicking the check box in the upper left 
column of the grid.

OR

You can select specific recordings to print 
by clicking the check box next to each 
recording you wish to print in your 
summary report.

Click to print all. 



A few recordings 
toward the bottom of 
the list are selected for 
printing.  You can also 
see the ‘generate’ 
button here at the 
bottom of the list.

Once you have selected the recordings 
you wish to print, click the ‘Generate’ 
button.



This is the standard ‘Generate Report’ window

Click ‘Generate Report’.



You can preview the generated report.  You can 
also print it and/or save it (Save Form).  By using 
‘Save Form’, you can come back at a later time and 
print the same summary without having to create a 
report or selecting the recordings again.


